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Governor Director

DEPARTMENT OF PERSONNEL
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MEMO PERD #35/98
QOctober 16, 1998

TO: All Department Heads

FROM: /%‘%MO %ﬁgﬁlﬂjimcwr

Department of Personnel

SUBJECT: PUBLIC SERVICE INTERN PROGRAM

During the past year, the Department of Personnel has been working to develop a financial intern
program in an effort to attract Nevada business graduates to financial positions in the State’s
classified service.

Beginning with the 1999 Spring semester, we would like to continue our efforts in attracting
students from the College of Business. Under the established program guidelines, State agencies
which are interested in participating would be asked to provide professional-level work
experiences related to the students’ course of study, such as accounting, business administration,
economics, applied mathematics or computer sciences. Also, if there is interest, my staff would
be happy to work with you in expanding the intern program to include other professional level
occupational areas within your agency. All internships should be made available on a semester
basis, with the length of the work week being adjusted to meet the students’ class schedules as
well as your agency’s needs. The intern program is open to University System students in the
Reno, Sparks, Carson City, and Las Vegas areas, who are in their junior or senior year, or
enrolled in a program of post graduate study.

If you are interested in participating in this intern program, I am requesting you once again
designate a member of your statf to serve as a program coordinator for your agency. This
individual would work with the Department of Personnel, the University System and the student
to ensure the program is beneficial for the student, as well as your agency. Your program
coordinator would also be responsible for developing a job description for the internship which
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would be used as an on-campus announcement and serve as an outline for the student and faculty
advisor in determining the credit worthiness of the duties to be performed.

The enclosed program guidelines and job description form may be helpful in answering additional
questions you may have, and in identifying duties within your agency which may be appropriate
for this program. Job descriptions must be submitted to the Internship Committee at the
Department of Personnel by November 18, 1998, in order to proceed in time for the spring
semester and meet campus publication deadlines.

I would like to thank all participating agencies for their past support and hope each of you will
continue to endorse this extremely important project. If you have any questions or need additional
information, please contact a member of the Internship Committee at the phone numbers listed
below.

INTERN COMMITTEE MEMBERS PHONE NUMBERS
Peter Long, Personnel Analyst Carson City - Field Services Division 687-3724
Peggy Martin, Personnel Analyst Carson City - Technical Services Div. 687-6558
Pat Uliom, Personnel Analyst Las Vegas - Field Services Division 486-2914

SPM:dsh

Enclosures: UNR Job Description Form
UNLYV Internship Guidelines & Agreement

ce: Dr. Richard Jarvis, Chancellor, UNR
Agency Personnel Liaison
Agency Personnel Representative
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University of Nevada, Reno Internship Center

Job Description Form

Thompson Student Services 106, Mail Stop 104, Reno Nevada 89557

{702) 784-4762 voice

(702) 784-1884 fax

Organization: Fall Semester
Spring Semester
Position Summer

Student Tasks/Responsibilities: (please prioritize)

Gk

Skills Required

Requirements:
Academic Major(s) Required:

Course, skill or work prerequisites:

Academic Year Preferred
____Sophomore
___Junior

____Senior

____Graduate Student

Application Deadline:

Materials Requested:

_____Application {please enclose)

____Resume and Cover Letter

____Transcripts (copy or official)
Other

Application Process Preference:
____Send application materials to employer

___On Campus Interviews/PREFERRED DATE

___ First Come/First Interviewed
____Prescreen/DATE TO RECEIVE
MATERIALS
___Mail out/DATE
__FAX
___Regular Mail
___Other:

Employer will notify students: __letter/__phone/__other:

Approximate Date:

Work Schedule:
Days and Hours:

Hourly Wage:

{over piease)

Hours per Week:




Employer Information :
Contact Name and Position

Phone Fax

Address

City State Zip

Internship or Cooperative Education Supervisor's Name and Position

Job Location:

Training Provided

Employer Profile:
Number of Employees
Organization Type
Please attach a description of the Organizations Activities

Office use only

Job Received by Date
Date Flier was sent

Number of Students who inquired
Number of students who applied
Name of Student{s) who were hired




| Internship Guideliges EMPLOYERS Py
. for the University of Nevada Las Vegas 4505 Maryland Parkway, Box 456004

Las Vegas, NV $9154-5004

. BENEFITS OF INTERNSHIPS

¢ Intemships offer students an opportunity 1o deveiop practical, marketable expenence in ther fisid that integrate practica wih
theory.
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_PROCEDURES FOR RECRUITING/HIRING INTERNS ]

1. Oeteanine i intlernship will be credi bearing or not. Ses back page that descrides and dfferantiates craci #nd non-credt
ntemships Meelngs can be aranged with faafty depariments to determine credd potental
NOTE: CREDAT BEARING INTERNSHIPS MUST BE EVALUATED BY DEPARTMENT FACULTY AND MEET THEIR
ACADEMIC CRITERIA.
2. Complete the attached intemship Development Form, indicating # intemship is credt bearng or not and fax 10 the attention of Joy
Sprecher. Inlemship Coordinator at (702) 8954661,
The Ucuversity will refer potental students who maet minemum requirements established by the hinng organization.
Review nlem 3ppicant resumes and conduct interviews. Contact students dyactly who have been selecied.
Inform coordnating intemship Coordinator of all hiring ovtcomes.
Provide onentation for student-ntem 1o organization's procedural and operational structure.
wwwumwmﬁm“mwmummmhmmm.
Administrate the program which inchudes wages, salary. performance reviews, grounds for dismissal, establishment of work
schadules and promotion,
9. Nolfy designaled Intemship Coordinator of any changes in the student's status.
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i EXPLANATION OF INTERNSHIPS j

For an intemshiptoberecognizedwarwm.immmmmlmmmwmwmh
the student’s academic depariment

Employers mmuragedlopmvide'paid'emubrushbesuundumwm.
Q moncrRen

Mmmmmwwmummmmmummwmu
mdeMmMdethdeuw.uunwmhwbdiﬁuu
arangements {i.e. ‘room and boand™) . mmm«mmmabmmmu.m
fieald.

Mmmhpﬁummmmhuh&dmm. Unpaid intemehips must meet the
mmmwummmu

1. mm«hwbmmmmmummmmmm
and regulations.

2 mmmumummmmum-wammmwm
for the work expe: )

3 mmwmuawmwmuwmmuh
mmmmmumwu.mumm

4.

CAREER SERVICES
UNIVERSITY OF NEVADA LAS VEGAS
4583 Marylond Parkway Box 430004
Las Vegas, Nevads 091540004
{702) 0953493 Fax (782) 2954081
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UNIVERSITY OF NLVADA LAS VEGAS
CAREER SERVICES
Reynolds Building, Suie 301
4505 Maryland Parkway Box 456004
Las Vegas, Nevada $9154.6004

L (702) $95-3495

Fax (702) 8954661

B INTERNSHIP AGREEMENT

TITLE OF INTERNSHIP:

NUMBER OF POSITIONS AVAILABLE:

QUALIFICATIONS:

* MAJOR(S):

SALARY:

*  MINIMUM GPA:

* HOURS REQUIRED:

* SPECIFIC SKILLS:

o,

¢ COMPUTER SKILLS:

* PRIOR COURSEWORK:

DESCRIPTION OF INTERN DUTIES:

NheN -
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[ *FOR CREDIT-AWARDING INTERNSHIPS Complete the Section Below for Credit-Beanng Internships:

SUGGESTED LEARNING GOAL TERMINOLOGY:

APPLICATION - Apply, choose, demonstraie, operate, prepare, solve.
COMPREHENSION - Describe, explain, identfy, review, transiate.
EVALUATION - Assess, apprause, select, evaluate.

ANALYSIS - Analyze, appaiise, compare, examune.

KNOWLEDGE - Define, List, relate, recall. organzze.

SYNTHESIS - Amange, assemble, create, design, formulate and ofganize.

e & & & & &

WHAT THE STUDENT WILL BE LEARNING AND GOALS INVOLVED:
t

2.
3.
4.

[ PROGRESS REPORTING PROCEDURES: i

1. AFTER RECEIVING THE INFORMATION DESCRIBING THE INTERNSHIP, | WILL SEND THE REQUEST TO THE
PROPER ACADEMIC DEPARTMENT(S) FOR THEIR EVALUATION AND APPROVAL FOR CREDIT.

2. ONCE CREDIT IS APPROVED, REPORTING RELATIONSHIPS SHOULD BE ESTABLISHED BETWEEN THE

DEPARTMENT INTERNSHIP COORDINATOR AND THE EMPLOYER TO FOLLOW THE STUDENT'S PARTICIPATION
AND PROGRESS.

——

«/¢ the undersigned agree with the relevance of the learning objectives listed above. The objectives will
be used to determine the stadents’ progress and level of learning. The studeat agrees to abide by the
Internship Program guidelines.

The employing organtzation heredy affirms that is an Equal Opportunity Employer.

Employer Sigaature
Isteruship Coordinator Signature
Name of Organization: Contact Person:
Address: . Telephone:
Amalk: Fax:
L.
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